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OPERATING AR AREA REPORTS MANAGEMENT PROGRAM

Section A. GENERAL

1. 7Purgose

2.

This warual provides Reports Managewent Officers with baslc guldance
for operating area reports management programs. It is for use in
conjunction with the fellewing guides also available from the Records
Management Staff, Management Staff.

8. "An Imtroduction to Reports Management" (Pamphlet).

b, Sample Office Notice Imaugurating a Reports Mamageuwent
Program.

¢. Sample Office Regulatiem for Operating a Reports Mnhngement
Program.

Definitions

@&, Report An accoumt or statement of imformatiom in written narra-

ve, tabular, pumch card, or graphic form, tramsmitted frem one

organizatioral element to another in respomse to an expressed or
assumed need for informetiom.

(1) Admimistrative or Mamagement Report. A report that provides
Tor administrative or management comtrol over an activity eor
cperation, as distinguished from an operational or intelligemce
report.

(2} Recurrimg Report. A report for which there is a standing
requirement Tor itz submission. It way be either a periodic
report which conveys essentially the same type of ingormafion
at prescribed imtervals (deily, weekly, memthly, etc.), or a
situation report which is prepared omn each eccurrence of an
event of certaim prescribed characteristics (e,go, report of
an accident). -

(3) Ome-Time Report. A special report required one time omly. A
new directive wust be issued each time such a report is
regquired.,

(4) Feeder Report. A report which supplies data meeded to prepare
another report.

(5} vVolumtary Report. A report subwmitted volumtarily to £ill an
asaumed or kaown meed for information.

(6) Imtermal Report. A report subwitted solesly within the organiza-
tional structure covered by an area program.

(7} Externsl Report. A report required from, or prepared for,
sny cowponent cutside the organizatiomal structure covered by
an ares Program,
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(8) Required Repert (Incoming Report). A report which a compoment
requires frow ome Or wmore elemeats. The report is an Iimcoming
report te the office which requires it. :

(9) Prepared Report (Outgoing Report). A repert which a compement
Prepares at the request of amother element.- The report is an
outgoing report from the office which prepares it,

Area Reports Managewent Program. A program coverimng anm Operating
OfT1ce gn headquarters or a station or base im the field.

Reports Management Officer. Am officisl respomsible for am area
reporis waragement program.

Mansgement Advisor for Reports. Anm official who, umder the direc-
tion of & Deptuy Director, Is respomsible for coordimating the
activity ef respective area programs.

Report Directive. The written requirewent and imstructioms for

waking & report.

Requiring Compoment, The compomert which imitistes the require-
ment for a report. This definitior also includes those compoments
vhich prepare volumtary reports.

Reports Comtrol Sywbel. An idemtifyimg symbol assigned to an
approved requirement Tor a report. See parsgraph 3, page 9 feor
the composition and assignmwent ef reports comtrol symwbols,

Program Administration and Scope

The Agency Reports Mamagewent Program is operated om a sewi-
decentralized basis. That is, it is cowposed of area programs
administered by Reports Mamsgement Officers who are respomnsible
for comtrelling and improving internal reports, amd for coor-
dimating requirements for extermsl reports with a Manmagement
Advisor for Reports. Under this comcept, Reports Maragement
Officers are emsured top-level support and staff asslistance, and
area programs are iategrated by cowmon standards and objectives.
A Management Advisor fer Reports and the respective Reports
Managemwent Officers shall comprise a panel to resolve reporting

’ problems of wutual comcerm te comporerts umder a Deputy Director.

With the exception of the types of documents listed in Appendix A,
each area program shall cover all recurrimg adwinistrative or
pansgement reports:

(1) submitted internally between divisions amd staffs in head-
quarters, or between their coumterparts in the field, or,

(2) Received from or submitted to other headquarters components,
domestic or overseas field imstallatiems, or organizations,
Federal or private, outside the Agency.

Controls over imteraal reports ‘submitted across organizational

limes below the divisiom er staff level (or field coumterparts)

Bay be established if comsidered necessary to imcrease the effective-
ness of an area program. :

2
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b, Policies

L

b.

r.

Report Directives., Requirements for reports and rescissions
therzof shall be stated im writing.

Essentiality., Reports shall be required omly teo collect essential
nToruation, as distimct frem that which is merely interestinmg or
informative.

Duratior and Preguemcy. Reportimg requirements shall be comtinued
only as long and subwitted only as Irequemtly as circumstances
dictate.

Consolidation. Related reports in the same subject matter
. area shall be comsoglidated whesmevar poasible.

Summerizeation. Reports shall be summary im mature insofar
a3 practicable, and deveid of unmecesssry detail.

Economical Procedures. Reportimg procedures shall be as simple
and direct as possible. Existing basic recerds shall be employed
as scurces to the fullest extemt. Methods ¢f preparimg and trams-
mitting reporis shall be the most ecomomical comsistent with the
end use of the required imforwatiom. Reports that are self-
identifying shall be forwarded witheut tramsmittel correspomdence.

Creatior Comtrol. The fellowing contrels shall be maintained:

(1) Esch proposal to establish or revise an intermal report shall
be approved by am Area Reports Mamagewent Officer, Each
propossl te establish or revise am externmal report shall be
coordinated with & Management Adviser for Reports.

(2) Esch appreved requirement for a report shall be assigmed a
reports cemntrol syabol. Reports exempted from comtrol shall
be 80 idemtified. Reports comtrel symbols or exemption state-
ments shall be cited in report directives amd inm reperts sub-
witted accerdingly. Persoamel receiving & report directive
which does mot cite either a reports comtrel syrbol or an
exemption clause shall se notify their Reports Mamagement
Officer anpd defer cemplyimg with the directive pending
notification that the reportimg requirement has beem approved
by sppropriate autherity.

(3) Existing sources eof imformatiom shall be publicized through
published lists of curremt reperting requirements.

Reappraisals. Reporting requirements in existemce at the time mn
area program is establisked shall be reappraised at least annually
thereafter. GSubsequent mew or revised reporting requirements shall

be reappraised initislly within three to six months after submissien

of the firast report end ammually theresafter,
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5. Responsibilities

a.

b

A Mapagement Advisor for Reports shall:

(1)
(2)

(3)

(&)
(5)
(6)

Each
(1)

Direct and coordimate area prograums by providiag staff
guidance and basic pluns, policies, and procedures.

Collaborate with requiriag cowpoments irn developimg amd establish-
ing requirements for extermal repcrts, and whemever practical,
coordinate such activity with cowpoments which wlll be responsible
for preparimg reports. ’

Reconclle disagreements over regquirememts fer reports hetween
requiring and preparimg componemts. Unrecomcilsble issues
shall be submitied to the Deputy Director for a determinmation,

As=zign reporfs control symbels to approved requirements for
external reports.

Cenduct studies and reappraisals of, waimtain recerds em, and
publish lists of requirements for external reperts.

Serve as Chairman of the Deputy Directer's Reports Management
Panel.

Reports Mansgement Officer for am area program shall:

Review and spprove requirements for imtermal reports, and
caardinmate requirements for extermal reports with the Management

- Adviser fer Reports.

(2)
(3)
(%)

Assign reports comtrol symbols to approved requirements fer im-
ternsl reports.

Comduct studies and reappraisals of, maimtain records om, and
publish lists of requirewents for imtermal reports.

Serve as a voting mewber on the Deputy Director's Reports
Manageuent Panel.

Section B. REPORTS MANAGEMENT OFFICER'S RECORDS

1. Subject-Kumeric File of Case Folders

Material collected durimg the imstsllatiom phase of the program
will provide s basls for establishing s case folder om each :
reporting requiremeat. Thereafter these files are kept curreat

or closed out as changes occur. A case folder should furaish

the cowplete history ¢f a report and its curreat status. Each

folder should comtaim the follewimg im the order imdicated:

4
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(1) Form No. 142, Request for Approval of a New or Revised
Reporting Requirement (Appemdix B), or Form No. 521,
Report Survey (Apperdix C).

(2) A specimen copy of the report (if svailable) or a
sample of the report form. -

(3) A copy of each directive having a bearimg on the report,
and if available, instructioms for its preparation.

(4) Meworandums, staff studies, surveys; data om seource
records and procedures, smd other material pertaiming
to ths raport.

b, The label ef each folder should comtain the title of the
repert, its reports comtrel symbol, and a subject-mumeric
file imdex taken from the Handbook for Subject Filimg,

Titles are statsd with a key word'?irl%'so
that a folder way be readily idemtified. For example,

"Momthly Report of Per Diem Allowances” would be stated

"Per Diem Alldwances; Monthly Report of." A completed

folder label would appear as Tollows:

STAT

ACCOUNTING 2-1 PER DIEM ALLOWANCES; MONTHLY
FER DIEM REPORT OF (COMP-Rep-1) _

Different colored 1nhgln_ahnuldtbe used for prepared and STAT
required reports. ives further imformation on
the arramgement of a subject-mumeric file.

Reports Reference Card, Forw No. 855 (A;Egndix D). This card serves
waln purposes. 1T provides an salphabetical cross refereace to
reporting requirements accordimg te their titles, and serves as the
basis for preparimg lists of approved reports. Additiomal informstien
ether than that provided for by the headings way be kept on these cards
However, extemsive postimg to them is discouraged since case folders
should fully document each reportimg requirement. It is suggested
that separate card files be set up for extermal and imtermal reports,
and that the cards for externmal reports be further separated sccordimg
to prepared and reguired reports.

Follow-up File. The success of & reports management program depemds
in large part upom a periodic reappraisal of each repertimg require-
ment. To schedule these reviews a Reports Management Officer should
maintein s fellow-up card em each report.

5% x 8" er 3" x 5" cards im & vertical file are recommended. Each
card should bear the scheduled resppraisal date, the title of the
report, its reports comtrol sywbol, amd the subject-numeric file imdex
ef the report. The card file should be imdexed by womth, amd withim
each monthly breskdown arramged sccording to the reappraisal date.
Cards for a current momth way be separated by daily guides numbered
frem 1 through 31 if the nuwber of reports justifies this arramgement.
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4k, Reports Comtrol Symbol Imdex. An index is needed to emsure assigmment
E?Erepmrts control symbols im the correct sequence. The imdex also
serves as & cross reference by symbol mumber, A vertical file of
5" x 8" er 3" x 5" cards is recommended. Each card should show the
reports coatrol symbol, the title of the report, its subjeét-mumeric
file index, and the date the reports comtrol symbol wvas assigmed.

5. Accomplishment Records. To be in a posltion to report sccouwplish-
wents and to develop program publicity, Reports Management Officers
should draft briefs on major accomplishments, and om projects and
surveys being umdertaken. Also a record of the following actienms
should be maintained: ,

8. The number of requests for approval of a mew or revised report-
 img requirement:

(1) Reviewed amd approved (imtermal reports).

(2) Reviewed, approved, amd submitted to the Mamagement
Advisor for Reports (external reports).

(3) Disapproved (intermal or exterral reports)
b. The number of imternal reports revised:

(1) To provide more adequate data

(2) To reduce paperwork

(3) For wiscellaneous changes
Co Th; number of requirements Tor internal reports rescinded.
d; The number of report directives developed or revised.
e. The number of resppralsals of reporting requirements initiated.
f. The current reports imvemtory dby:

(1) Internal feeder reports.

(2) Imtermal reports (other tham feeder).

g. Savimgs (in wan hours per year) accruimg from Reports Management
agtivity.

h, Man hours expended omr the program.
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Section C. REVIEW AND APPROVAL OF PROPOSALS FOR NEW CR REVISED
REPORTING REQUIREMENTS

Submission of Requests for Approval. All proposals to establish or
revise a reporting requirement should be submitted to the apprepriate
Reports Mansgement Officer for approvel. Origiretors should submit
the following material through channels:

a2, An origimal and ome cepy of Form No. 142, Request for Approval
of a New or Revised Reportimg Requirement (Appendix B).

b. An origimal amd ome copy (im draft ferm) of the proposed
report directive; and all forms, imstructiems, and procedures
proposed to be issued.

¢, Any sadditiomal supportimg material that will assist approvimg
officials with their review. :

If the proposal comncerns am extermal report, the Records Managemenat
Officer shall place his recowmendations om a copy of the Form No., 142
submitted to him;, and forward 1t with a copy of all supporting
material to his Managewent Advisor for Reports.

Review of Requests for Appreval.

a, Purpose. The axiom, "An ounce ef prevention is worth a poumnd
of cure" points up the value of a thercugh review of each
reporting requirement whem first propesed. It is them, rather,
than after the requirewent is established, that improvements
can be wade with winimum effort and mwaximum saviege. Naturslly
there is less resistance to change at the proposal stage.
Reports Mamagement Officers will alse find this an opportume
time to overcowe amy "rubber stamp comtrol" misconceptioms,
and to demomstrate the benefits of reports wsnagement.

b. Determining the Need. The first step in reviewing a new
requirement 1s To establish the meed for and the use of the
proposed repert. If the report does not meet all the criteria
below;, it should be disepproved without further analysis. To
be comnsidered essential, the rsport sheuld:

(1) Be commensurate with fumctional authority and the imtent
of delsgations of authority.

(2) Be tiwely and useful,
(3) Not duplicate other reportimg requirements.

() PFulfill s valid need ef those who will review and
evaluate its comtenta.

(5) Be worth its total cost. (See paragraph 4, page 1k)
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Detailed Amalysis., If the need is comfirmed, the proposed
requirement should then be analyzed in detall as described
in "Amalyzimg Requirements For Adwimistrative and Management
Reports” (Appendix E), and paragraph L, page 11. Assure
that the following essentials amnswer the meed for the report:

(1) Realistic reportimg frequemcy.

(2) Practical due date.

(3) Efficient formet.

(4) Clear and cowplete writtem directive.
(5) Realistic requirememts for copies.

(6) Economical and efficient preparation amd submissien
procedures.

If the report; or amy part of the report, is found to be
unsatisfactory, the Reports Mamagewent Officer should make
positive suggestions for changes before the request 1=
approved. Amy suggestions should recommend similar changes
in the proposed requirirg directive.

Anmlysis Alds .

(1) Sub ject-Numeric File of Case Folders. This file should be
reTerred to Tirst 1m your amslysis. It will disclose
whether the report being reviewed duplicates or is related
to other reports prepared or required by your componrert.

(2) 1Interviews amd Observatioms. The Reports Management Officer
should mot draw coaclusioms without dlscussing the proposal
with its origimator amd investigatimg how the report will be
used, Questioms such as: "What created the meed for this
report?”--"What would be the consequerceg if you coulda't
be supplied the information?"--"How will the imforwatiom be
used?"--"What records will be maintained from the infermation
you will receive?” will draw out justificatiens for the
report as well as additional ideas for its imprevement.

Persernel in effices where the report will be prepared
thould also be interviewed if possible. Discussions and
observations at this level will often point up ilmpreve-
ments or preparstiom problems overlooked by the originater
of the proposal. Furtherwere, soliciting the views of
those vho will be responsible for preparing the report
will encourage a cooperative respcnse to the requireuwent.

(3) Staff Guidamce . Assistance on reports management matters
Is Turnished by the Managewent Advisor for Reports, Manage-
uent Staff. Advice on forme wansgement, record systems,
and records disposition can alsoc be obtained simultaneously
from other brarches of the Records Management Staff,
Mamagement Steff.

8
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Assigning Reports Comtrol Symbols

a. Purpose, Each reporting regquirement approved by a Reports Manage-

: men% OFficer ie sssigmed a reports cemtrol symbol. The symbol
identifies a requiremeat amd imdicates to activities or offices
which are to prepare the report that the requirement has been
approved by appropriate authority.

b. Composing a Reports Contrel Symbol

(1) A reports control symbol is cowposed of a prefix to demote
the level at which the reportimg requirement was reviewed
and assigned a symbol, the abbreviatior "Rep" for report,
and the numerical desigmation of the reporting requirement.
Hence, a reports coatrol symbol assigned to an exterasl
report might appear as, S-Rep-1. In this case the "S8" would
atand for the Mansgement Advisor for Reporte (Support), and
the suwber "1" would signify that this reportiag requirement
wvas the first ome to which he had assigeed a sywbol. Sub-
sequent reporting requirementsz assigred sywbols by him
would bear mumerical designatiens im comsecutive order,

" @.g.; S~-Rep-2, S-Rep-3, etco

(2} Am internal fesder report should bear the same symwbol as
that assigned to the basic reguirement by a Mamagement
Adviser for Reports, except the organizatiomal desigration
of the subordinate component cellecting the data should
also be included in the sywbol prefix, e.g. S-OL-Rep-l.
Syubols for all other intermal reporis should be in a
separate series for each Reports Management Officer.

The prefix should be the organizational designatiom of
the Reports Mapagewent Officer, Numerical desigrnemtioms
should be assigmed in comsecutive order as reporting
requirements are approved, e.g., OL-Rep-1, OL-Rep-2, etc.

¢, Where to Put the Reports Cemtrol Sywbol
(1) 1Ir Directives, Handbooks and Correspomdence - The symbel,
preceded by the words 'Reporta Gemtrol Sywbol," should
appear in parentheses immedistely followimg the first
statement of the report title. :

(2) Om Report Forms - The symbol sheuld appear or each mew
recurring report form and om each existing recurring
report form when it is reprimted.

Notification of Action Taken on Requests for Approval. Upon coum-

Pleting his review of a request, the Reports Management Officer
records his decision (and the reports comtrol symbol, if apprepriate)
on the origimal and copy of Form Ne. 142. The copy of Form No. 142,
the propesed directive; and any supporting material are returned to
the erigimator. The origisals of the meterial subuwitted by the
originator sre wade a part of the Reports Mamagement Officer's recdrds.
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5. Tramsmitting Copies of Report Directives, Immediately upon issuing
& directlve which initisies, revises, er rescinds a reporting require-
ment, the originator should forward a copy of the directive to the
Reports Management Officer of his cempoment. A copy of all new
directives having a bearing on exterral reports should alse be
furnished the Management Advisor for Reports by the sppropriate
Reports Manmagement Officer.

Section D. SCHEDULING AND CONDUCTING
REAPPRATSALS OF REPORTS

1. Purpose. A common weakmess im the reperis mwamagement programs of.
some agencles is the lack of a "built in" mechanism for a day-to-day
resappraisal of reports. Comsequently; these sgemcies fimd 1t
necessary every two years or so to comduct a "crash" survey, that is,
ar emergency screenimg of all reports throughout the sgency. While
these surveys produce benmeficial results, they also disrupt office
routine by the workload they impose in a short period. Effective
reports management calls for & comtimuing reappraissl of reports.
Changing conditions must be met promptly with apprepriate changes
in reporting requirements.

-

2. Bcheduling Reappraisals.

a. It is difficult to state im specific terms how frequemtly
reappraisals should be scheduled. However, as a wimlmum:

(1) Each mew or revised report should be reappraised within
from three to =ix months after submission of the first
report and each year thereafter.

(2) Each existing report should be reviewsd smmually.

b. The Reports Mamsgemwent Officer is respomsible for maintainimg
a follow-up file (paragraph 3, page 5) to emsure that re-
appraisals are urdertaken accerdirg to¢ am effective schedule.
In scheduling these reviews he should comsider:

(1) The meed for a re-evaluation based om changes in
comditions.

(2) The desirability of appraisimg reports accerding teo
functional areas, subject groups, or organizationel
areas,

(3) The desirability ef staggerimg reviews throughout the
year to distribute the worklead evenly.

10
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c. It is ewmphasized that prepared as well as required reports
should be scheduled for review. Although the Reports Hanageuwent
Officer has no direct comtrol ever wost reportimg require-
wentz for external reports iwposed om his component; he is not
restricted from submitting recommendations to requirimg offices.
Indeed, he is im the most favorable positiom to recogmnlize potential
improvements that will affect both his compoment and the re-
quiring effice. Also, he eshould mot overleok the need for
pericdicelly reviewimg the forms, recerds and procedures used
in preparing reports.

3. Initiating Reappraisals.

8. Two methods of initiating reappraisals are open to Reports
Mansgement Officers--personal contact and submittimg a
questionmaire, The former wethod is preferred. Personal
contact conveys a feeling of sincere interest, emcourages
the exchange of ideas, makes possible observations of how
the report is processzed or used, amnd ensures collectionm of
cowplete deta

b. Certain circumstances may prevent initiating a reappraisal
by an interview. However, the survey should mot be delayed,
for the succeas of your resppraisal program depends on the
timeliness of reviews. As a substitute for the initisl
Interview, submit to the respective offices copies of Form
No. 521, Report Survey, for complation and return. Appendix G
is a sample form memorandum for submitting Form No. 521 to
a component., It is emphasizedjthe use of Form No. 521 to
initiate s reappraisal should be comsldered am interim measure.
The Reports Managewent Officer will still fimd it desirable to
discuss the report with those concerned with its submission and
use, and to comduct a detalled analysis,

h. Detailed Amalysis,

e, Amalysis by Type. A detailed analyeis of each report may be
made in any one of the following ways as determined by re-
appraisal schedules:

(1) B¥ Sﬁbgegg = Amalyze all of the reports under one subject
classiTication as & group, takimg one group at a time,
The first step will be to obtaim copies of the scurce
records and related procedure ferms used for each report
ix the ares studied.

(2) By Organizatiomal Umit - Study all of the reports re-
quired or preyared by esch erganizatiomal unit of the
cowponent .

(3) By Individual Report - Amalyze each report by itself,
Consider the nees Tor each item, the frequemcy of sub-
wission, the wethods used to prepare the repert, amd the
way in which infermsation im ergenized amd presented.

Ore report can be profitably anslyzed by itself when it
doess not duplicate other reports nor ties in with a
reporting system.

11
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b, Determine the Need for Each Report Item. Reported items
should De as Tew as necessary. Lach item should have a
definite use, either with respect to immediste objectives or

" definitely anticipated needs. Fach item should be used cur-
rently by the recipient of the report. The amalyst may be
able to take mecessary itews from one report and add them
t0 sanother, thus making fewer reports. The fewer the reports,
the simpler the cortrols will be. The analyst cax materially
assist in eliwinating conflicts by obtaining a uniform defini-
tion of 1lteme sc that the posaibility of misinterpretation 1s
reduced to & winimum, The analysis of each report requires a
study of all related infeormation availsble. In making such
analyses, the amalyst should: _

(1) Obtainm related reports frow the case files. Amalyze
all related reports item by item, entering such iteums
on the worksheet illustrated in Appemdix F, Polnt up
sreas of duplication and make recommendations for
consolidating the reports.

(2) Determine the meed for each item by cbtainimg sccurate
answvers to the follewlmg questiens:

(a) 1Is each itew umder the Jurisdictiom of the requiring
office?

(b) 1Is each itew required for an established objective?
Why?

(c) Could the inmformation in any item be obtaimed from
say other source? In some other manner?

(d) 1Is the item as stated capable of misinterpretatiom?
Could it be stated more siwply?

(e) Can the inmformation be used for other purposes (other
than the established objective)? Are there other
potential usere of the imformatien?

(f) If activities or offices repeatedly have mothing to
report, is the report still necessary? If the repeort
1s still mecessary, should the activities be reguired
to submit & 'megative' report, or subwit no repert at
all? If a megative report wust be received, cawa
single statement, 'This is a negative report,' be

. placed on the report form and submitted om the due
date, in lieu of couwpleting every ltem om the perledic
report?

(g) Are memorandums of tramsmittel beimg used ummecessarily?
The report form itself should be desigred to imclude all

necessary malling and routing informatiom without requir-
ing tramsmittal correspordence.

12
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¢, Determime the Proper Level and Flow in the Reportimg Pattern

(1) The reperting pattern is the established path alomg which
information flows through am organizatiomsl unit. The
reporting pattera should fellow the pattern of organiza-
tion and command, with information being summarized at
various points where decisioms are wade or where responsi-
bility is placed.

(2) An anslysis of the reporting patterm may point out defects
in the patterm of organizatiom or in the operations of
imdividuals, which should be referred to preper authorities
for asctiom. The reportimg of detailed information to the
very top level im an orgsmization should be given careful
scrutiny and an endeavor made to stop ummecessary detailed
reporting.

(3) Details should be confimed to the level where decisions
are wade or respomsibility placed. Each report should fit
into a complete picture and should be & logical part of
that picture. Reported imfermation should follow the lines
of delegated authority but should not flow to levels higher
than those at which decisziocms are made on the basis of the
information. Good admimistratiom includes delegating
authority to make decisicms at levels where actual operations
are carried out; good rggortigg stops detailed imformation
at those same levels. A report should contain omly imforma-
tiorn which is necessary for the recipiemt; it should not
contain everything the preparing activity meeds to know
for its actual eoperatioms. The employees whose activities
are covered by a report should be the first to see the
report. Reporting systems should be flexible to allow
for improvements based om cperatioms.

(4) The aralyst should obtain & genersl kmowledge of how the
operator comducts his busimess and the aims of his pregrams.
To determine proper level sbtain sccurate answers to the
following questioms:

(o) What is the reporting pattern of the requiring
office? Does this report fit into that pattern?

(b) Do decisioms wade at this level require all of the
information reported?

(c) Are program operations carrisd out at the same level
vhere decisions are made?

(d) Would it expedite program operstions to delegate to
lower levels authority to make decisions?

(e) If decisioms are wade at the level which requires.
the report; but program operatioms are carried on
at a lower level, can good decisions be made or the
basis of this imformation? Would it improve quality
of operatiomns to delegate to the lower level authority
to wake decisions?

13
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(f) Does the information reported follow the pattern of
authority to wake decisions?

(g) Are coples of this report required by all points to
vhich they are semt?

(b) 1Is this the BEST method of reporting?

At this point the analyst should be prepared to make
recommendations concernimg (a) the proper level to which
information should be reported, and (b) the necessary
distribution of copies. Each copy of the repert should be
accounted for, making every effort to eliminate the pos-
sibility of duplicate files. Elimination way be wade at
some levels. The anslyst way also be able to make
recowmendations for delegating authority either to

speed up program cperations or to lmprove the quality

of those operations. :

d, Cowpare Value of Reports with the Cost of Compiling Them

(1) This ares of analysis is mecessarily s lomg-range part
of the program, because it imvolves a detalled study of
source records apd the procedures for cempliling, sub-
witting, and summerizing required reports. In scuwe
imstances, imformstion is obtaimed for a report from
source records which must be maintaimed whether or met
a report is prepared. In other imstances, it is nec-
essary to establish source records amd procedures
solely fer the purpose of cowpiling a report. Requir-
ing offices may or way not have prescribed the types of
source records or procedures. Ir some instances the
manpower required to maintaln source records for one
report will vary widely between activities.

(2) To make a thorough cost analysis, the analyst should
obtain as exact figures as possible by:

(a) Obtaining detailed imformatiomn from selected pre-
paring activities or offices.

(b) Using established figures for the costs ef hamdling
forms and waintaining files.

(e) Imvestigating use of the report im the requiring
office axd the time spemt im all phases of sub-
sequent report hamdling such as reviewing and an-
alyzing.

(3) To determime costs and to prepare presemtation of cost
factors, the follewing questions must be accurately
ansvered: '

(2) What recerds are required at preparing levels

solely for the preparatiom of this report? Wwhat
do they cost im wmam hours? What are equipment costs?

1k
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(b) What feeder reports are required? What do they
cost im man hours?

{¢) What records are required at receiving levels solely
fer the processimg of this report? What do they cest
im wer heurs? What are equipwent costs?

(d) How many mam hours are required for sctual prepara-
tion; imcludimg postimg to worksheets, compiling,
typing, proofing, amd reviewing?

(e) Hov wany wan heurs are required for anslysis by
those who receive reports, amd for cempliling data
frem these reports?

(£) What are stowage amnd hamdlimg costs for each
copy, and primtimg costs for the report forms used?

(¢) Deces the established overall meed for the report
and its use justify the cost?

Sectiom E. PLANNING AND DEVELOPING NEW
REPORTING SYSTEMS ‘

Respomsibility of the Reports Mamagewent Officer. To be of maximum
service to the cperating offlclal, the Reports Management Officer

is respomsible for assistiang him in developing reporting systems
which provide effective management comtrel over his programs .

This respomaibiiity involves:

a. Encourlgiﬁg him to establish reporting systems to prbvide
recessary controls.,

b. Censultimg with him on the data he needs.

e. Workimg eut details of the reportimg system;, imcluding the
design of records and procedures and the develoyment of
instructions axd directives.

d. Educating persommel im the use of reported data, the records,
s2d procedures,

é, Evaluating the reporting system periodically-to determine 1if
it should be revised te conform with chenging needs.

Management Comtrols Defimed. Management comtrols provide inforwa-
TIom Tor the efricient cocrdimation of men, momey, and materials
sccording to a plan. This informatiom is im terms of precisely

definmed objectives, quamtities, cost limits,and time schedules.
Marnagement comtrols way be divided imto two classes:

15
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a, Conmtrol of Program,

(1) Relevance of programs in meeting needs for which the
organization was established.

(2) Effectiveness of progrsms.
(3) Progress of programs.

b. Comtrol of Operating Performance.

(1) whether the organizatiom is curremtly performing in a
way which assures program reallizatiom withim satisfactory
limite of cost and quality, amd withir established time
schedules.

(2) Availsbility of rescurces and facilities.

Essential Festures amd Characteriestics of amn Effective System of
Tonrtrol., The most populer Torm of cCOmtrol 1s the use ol account-
Ing, statistical, and narrative reports. Since management
situations are made up of variable elements; there is no solution
to apply to all of them. There are; however, these criteria of

a control system which should be comsidered in developing or
eveluating & reporting system:

8. It wust be possible to associate comditions with people respon-
sible for them.

b. Procedures to obtalm, organize, and dlstribute imformation
must be writtem, standard, amd specific.

(1) The source of the information and wethod of obtaiming it
wust be specified.

(2) The informetion itself must be defined.

(3) Methods to record and distribute the informatiom relating
it to other dates must be described im detail.

(4) Time schedules for each part of the comtrol procedure
muet be esztablished.

¢. There must be adequate provision feor verifyimg the accuracy of
the information used for coatrol purposes.

d., The systew must be centrally admimistered and coordinated.

e. The system must be economical of wampover, equipment emd materials.

f. The system must wot be permitted to delay the work of the
srganization.

g. There should be an adequate orgarizatiom for imterpreting
the imformatiom, investigetimg irregular or unexplained
changes in performance.

16
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h.

There must be a basis for cowparing the imformation in order
to imterpret it properly. These comparisons may be:

(1) Between currenmt performance of two or more similar but
independent operationms.

(2) Between curremt performamce of two or more individuals
who are performimg the same type of work.

(3) Between the curremt performance of anm organizatiom or
individual and the performance of the same orgamnization
or imdividual during past period.

(h) Between actual performance and formal program or operat-
ing objectives.

(5) Between sctual performance and management ‘s urmstated or
informal desires, or beliefs as to what the performance
should be,

(6} Between actual performance and specific stamdards of
Performance set either arbitrarily, on the basis of rast
performamce, or after analysis to determine what the
performance should be,

Information must be made available while it is still current
enough for use,

The imformation should be obtaimed onm & contimuous basis as
long as it has control significamce,

The system should be sufficiently flexible to allow reasomable
tolerance for human imperfectioms and errors within the system,

Control informatiom should be organized to fit the requirements
of the people who will use it at various levels of the
organization.

There must be adequate provision for comstamt sd justment of
the system to fit changes im the management situation,

Sectiorn F. DISSEMINATING PROGRAM INFORMATION

1. Publishing Lists of Reports

a.

Published lists of reports serve two main purposes: (1) They
prevent the creatior of additiomal reports by publicizing,
existing sources of information, and %2) they serve as

ready references to ensure the prouwpt amd proper submission
of reports.

17
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b. Each Reports Mamagewent Officer is respomsible for publishing
lists of approved requirements for imtermal reports. TLists
of extermal reports will be published by Management Advisors
for Reports. Lists should furnish the following imformation
en each report:

(1) Title of the Report.

(2) Reports Comtrol Sywbol.

(3) Frequency of submission and date report is due.
(4) Form mumber or formate

(5) Requirimng directives.

(6) Distribution of the origimal amd copies,

(7) Components or activities required to prepare the
report.

¢. The order of listing reports depemds om the number of reports
and the uses wade of the 1list. Lists may be arranged accerding te:

(1) Reporting frequemcies, to emsure that reports are submitted
proemptly-

(2) Subject categories, to group together those reports im the
same gemeral subject ares, i,e, accourting, communicatiens,
personnel, ete. B

(3) Preparimg offices, to Furmish thew with a ready reference to
Thelr reportimg workload, and to emsure prompt submission eof
reports.

(4) Report titles( arranged alphabetically),

Lists way also be arranged accordimg to combimations of the
above categories. Esch list should be accompanied by s
statement or the types of reports exempted from the area reports
nanagement program.

Reporting Results of the Prograwm. The chief of a cowpoment having an
srea program want per$o§§c progress reports. Alse the Mamagement
Advisors for Reports will need periodic imformatiom om program status
to discharge their respomsibilities for: (a) Evaluating and reporting
regress to higher authority; (v) coordinating program objectives;
%c) determining problem areas; amnd (d) abstracting items of special
interest for dissewinstiom to all Reports Mamagement Officers. The
frequency of progress reports will depend upom the amount of activity:
of each Reports Manageweat Officer and the requirewents of his
respective Management Advisor for Reports. Progress reports should
net cover a longer spsm tham three months. A copy eof each area progrem
report submitted to the chief of a compoment should be furmished the
appropriate Mamagement Advisor fer Reports, Each repert should provide
the following iaformation:

18
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a, Statistical summary of activiﬁy govering the elements listed
in paragraph 5, page 6.

b, Narrative summary of ectivity covering:

(1)

(2)

(3)

(&)

Planned Projects - A project is plammed when it has been
scheduled but mrot started. A plammed project should be
reported only omce, The title of the project and a brief
statement of its purpose and scope should be furrmished.
Ieclude estimated beginning date, potential program
benefits, and estimated wan hours that will be required.

Projects im Progress - A project is im progress from the
time 1t 18 started until it is completed. Only those
projects om which some action was taken during the reporting
period should be reported.

Completed Project - A project is cowplete when (1)
recomwendations are accepted amd the mew procedure has

been imstalled, or (2) when recommendations are disapproved.
A brief summary of the results cbtained amd the man

hours expended should be givem, It is recommended

that exhibits be attached for wajor projects, which wmay

be useful to other Reports Management Officers,

Problem Areas - Include program adwinistration problems
as well as reporting problems for wvhich assistance is
desired from the Management Advisor for Reports.

Disseminating Publicity. Each Reports Management Officer should be

alert for ways to publicize reports mansgewent and the bemefits

being derived from his program. Posters, fliers, brochures, staff
meeting presentatioms, and imdividual discussioms should each be

used for variety. The Incentive Awards Program should alsoc be
publicized as a means of submitting suggestioms for improvimg reports.
The Records Mamagement Staff, Msmagement Staff, will assist you

in developing publicity projects.
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3.

APPENDIX A

TYPES OF ADMINISTRATIVE OR MANAGEMENT REPCRTS AND
DOCUMENTS EXEMPTED FROM AREA
REPORTS MANAGEMENT PROGRAMS

Formal reports of audit, survey, or investigatior by adminis-
trative bodies appointed for that purpose. However, recurring
reports initiated by such bedies to obtain datam are mot exempt.

Couments and/or corcurrences as part of routime clearamce of
proposed actioms, requisitions; or publications.

Agency budget requirements:

a. The amnual estimate or request for funds required by
law, This exemption deoes mot imclude periodic collections
of data used to develop or supplement budget estimates or
fund requests.

b. Reports upon apportionmwent and allocatior of appropriated
funds.,

The following operatimg documents:

Affidevits Identification
Agreements Leases
Ammouncements Liens
Applications or requests Oaths of office
Authorizations Payrolls
Bids Permits
Bills Performance bords
Bills of ladimg Receipts
Certifications Receiving-and-inspection forms
Claims Requisitionrs '
Contrects and imitial Sales =lips

allied papers Shipping orders
Depositions Specifications
Guarantees Statewents of witnesses

This exemption covers only the sctual operating documents them-
selves, Reports concerming progress in preparimg, numbers proc-
essed, etc., are not exempt.

APPENDIX A
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REQUEST FOR APPROVAL OF NEW OR REVISED

DATE OF REQUEST

REPORTING REQUIREMENT

TO:

THROUGH:

1. PERSON TO CONTACT NAME
REGARDING REPORT

ROOM NO. BUILDING PHONE

2. TITLE OF REPORT AND REPORTS CONTROL SYMBOL [F ONE HAS BEEN ASSIGNED

3. TYPE OF 4. |F REVISED, STATE NATURE OF REVISION
REPORTING
REQUIREMENT

NEW

REVISED

5. L1ST ANY REPORTS TO BE SUPERSEDED BY THIS NEW OR REVISED REPORTING REQUIREMENT | 6. PROPOSED DURATION OF REPORT

INDEFINITE

TEMPORARY (Indicate period) :

TH1S REPORT

7. CITE DIRECTIVES, AUTHORITIES OR INSTRUCTIONS ORIGINATED BY YOUR IMMED1 ATE ORGANI ZATIONAL ELEMENT WHICH REQUIRE

8. CITE OTHER CURRENT DIRECTIVES, AUTHORITIES OR INSTRUCTIONS AFFECTING THE REPORT

tabulation, etc.) monthly,

9. REPORT FORMAT (Form no., memo, machine | 10. REPORTING FREQUENCY (Daily, weekly,|t1. DATE REPORT 1S DUE IN YOUR

as situations occur, etc.) OFFICE

12. DESCRIBE SUPPORTING MATERIAL TO BE SUBMITTED WiTH REPORT

13. ACTIVITIES OR COMPONENTS REQUIRED TO SUBMIT THIS
REPORT

14. DISTRIBUTION OF REPORT

OR!GINAL

COPIES
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not furnished.)

CONTINUED ON SEPARATE SHEET

REVIEW BY CHIEFS OF COMPONENTS

RECOMMENDATIONS

[C_JcoNTINUED On SEPARATE sHEET

- -]
DATE TITLE SIGNATURE
RECOMMENDATI{ONS
[] continueo on sePARATE sHEET
DATE TITLE

SIGNATURE

REPORTS CONTROL SYMBOL ASSIGNED DATE
RETURNED APPROVED
RETURNED DISAPPROVED
TITLE SIGNATURE
COMMENTS ARE ATTACHED
-
L— \ 4
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REPORT TITLE

2,

SUBJECT CODE

3.

CONTROL SYMBOL

y

TYPE QF REPQRT

B —

lREOUlRED

PREPARED

S

FREQUENCY 6., DUE DATE

7.

SHOULD BE

LISTED

—_—

lYES

FORM NO, OR FORMAT

DIRECTIVE REQUIRING SUBMISS1ON OF THE REPORT

OTHER CURRENT DIRECTIVES OR INSTRUCTIONS AFFECTING THE REPORT

11,

OFFICES OR ACTIVITIES REQUiRED TO PREPARE THE REPORT

12,

DISTRIBUTION

FORM-NG, ¢
1 DEC 55 855

REPORTS REFERENCE
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INTRODUCTION

A sage old fire chief at a large naval base was being questioned about
fire regulations. "What about reporting fire hazards?" he was asked.
"If you mean in writing, heck nol" he replied (but probably in somewhat
stronger terms). And he added, "By the time ! got the word the darn place
would be burned down!"

The Chief didn't know it, but he waspracticing reports management. Sim—
ple and direct reporting of essential information was what he wanted.

And it paid off, judging from his excellent fire prevention record.

Unfortunately, most Agency requirements for reports cannot be stated as

simply, nor complied with so easily. Extensive activity requiring ad-—
ministrative or management control, a complex organization, and changing
conditions tend to complicate the reporting picture. Thus an analysis

of your reporting requirements is essential—at the time they are created
and periodically thereafter. Here is your guide.

This pamphlet is not a complete course in reports analysis. Instead, it
is-a collection of what might be termed "thought starters," to create a
consciousness of the keys to sound reporting, and to serve as a check
l'ist during your analysis. Additional copies may be obtained from the
Reports and Correspondence Management Branch, Management Staff.
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ANALYZING REQUIREMENTS FOR ADMINISTRATIVE AND MANAGEMENT REPORTS

PLANNING YOUR ANALYSI!S

Analyzing requirements for reports is simply applying the logic: [If the
information isn't needed, don't ask for it. |f a report is necessary,
assure that only essential data is compiled and submitted by the simplest

and most direct means.

But significant results cannot be achieved by hit or miss tactics. A
planned analysis is necessary. Reports that are interrelated must be
studied together. Some are alike according to the functicons they serve or
the subjects they cover. Others, sometimes called "feeder reports' are
only small segments of a reporting network designed to provide top man-
agement with a single document of information. The relationship of these
"feeders" to the end product must be considered.

QUESTIONING THE BASIC NEED FOR A REPORT

{s there a sound need for the,report asa whole as well as for every item
in the report? Consider these questions In making your decision...

® |s the information reported, appropriate to the assigned functions,
responsibilities, or authority of the component requiring it?

® Does the report serve a purpose which could be accomplished some
other way, such as through direct supervision or inspection?

® Does the need for the report result from an organizational or pro-
cedural problem which should be corrected rather than reported?

® Can the requiring office obtain the same information from another
source or in a different format or manner, e.g., & copy of another
report, a machine tabulation from punched cards maintained for an-
other component, or copies of operating documents?

@ !s the information reported actually and actively used as a basis
for actions, plans, or decisions, and do these uses fully justify
the cost required to prepare the report? Or asked another way-—is
full use being made of the information, or is it being gathered be-
cause "it's nice to know,'" or because some day there may be a use
for it?
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ANSWERING THE NEED

ESSENTIALS OF A GOOD REPORTING REQUIREMENT - Let's assume you're sure a
report is needed in its entirety. That's a good start; butthere are many
other aspects of reporting that must be considered. Check for these...

Reporting Frequency — The reporting frequency must be consistentwith
the frequency with which the information is used. More frequent re-
porting is not justifiable. Furthermore, the freguency between each
report should be of such length that significant changes arereflected.
Programs on which information is reported often decelerate rapidly.
Unless changed, the reporting frequency soon becomes unrealistic.
Then too, the opposite may occur——the pace of a program is stepped
up, or situations begin to happen so frequently that they should be
summarized, rather than reported separately. Check a series of re-
ports. What frequency is needed now; what is the trend?

Due Date — The datea report is due inan office should, if possible,
be one convenient to thée reporting activity. End-of-month, end-of-—
quarter, and end-of-year reporting should be avoided if possible
since reporting workloads are heaviest at these times. Moreover,
due dates should be based on working days, not calendar days. De-
termine the number of times the preparing office was unable to meet
the due date. Also, how many times did a due date disrupt office
routine to the detriment of operations? Was overtime ever required
to meet the date?

Report Format

A good report format should meet these criteria...
® Be simple in design, and standard for each preparing activity.

® Provide fortransmitting the report without covering correspond-
ence.,

® Be arranged sothat the report can be prepared from records nor—-
mal ly maintained by the preparing activities, yet designed +to
permit the recipient to locateinformation readily and apply it
to his needs.

One of the surest ways to meet thesecriteria is to require that the
report be submitted onan Agency form. Consider these additional ad-
vantages...

® Reports submitted on formscan be readily identified thusspeed—
ing their routing, processing, filing, and ultimate disposition

{from a records retirement standpoint).

® instructions for preparing and submitting the report can be
placed on the form for ready reference.
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However, the fact that a report presently is being submitted on an
Agency form does notexclude its format from a reappraisal. Require-
ments for information change. The format satisfactory yesterday may
be inadequate today. For example...

® |s there sufficient space in each box for fill=in?

® |s the form printed onsuch heavy stock that thenumber of legi-
ble copies needed cannot be made at one typing?

® Are reports prepared insuch volume that carbon interleaved snap-
out sets would be advantageous?

® |f copies are duplicated, do the masters (stencil, Ditto, mul-
tilith, etc.) contain the maximum amount of preprinted data?

Report Directive -~ Requirements for reports should be established

by clear andcomplete written directives. Good directives mean good
reporting! Consider these points...

PROVIDING A SINGLE Cancel all previous directives which

SOURCE OF INSTRUCTIONS required the report, incorporating
necessary past instructions in the
new directive as an aid to personnel
preparing reports.

PURPOSE AND USE State clearly the purposes or uses
of the data being collected. The
Office which prepares the report needs
to know the purposes and uses to (1)
assure that the data reported will
accomplish the objectives intended,
and (2) make more accurate decisions
in doubtful cases.

REPORT TITLE Indicate thecorrect title of the re-
port for later identification. Titles
should be descriptive of contents.

DUE DATE OF REPORT Specify the date on which the report
is to arrive at its destination. For
situation reports, specify how soon
the report must be received after oc-
currence of the event. Establish a
due date fora recurring report which
allows the reporting workload to be
more evenly distributed by theoffices
preparing and receiving the report.
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" PERIOD OR SITUATION
COVERED

FIRST SUBMISSION
OF THE REPORT

TERMINATION OF
REPORT

PREPARING ACTIVITIES

DISTRIBUTION

FORMAT (IF NO FORM
[S PROVIDED)

USE OF FORM

SOURCE OF DATA

Specify the period of time, 'as of!
date, or precisesituation to be cov-
ered by the report, |f data from
several different reports are to be
correlated, assure that the periods
covered in these reports are compara-
ble.

Specify when the requirement becomes
effective, such as the date that the
first recurring report is to be re-
ceived, or the first period to be
covered.

For a temporary report, specify ex-
actly when it is to be discontinued.

State specifically the types of ac-
tivities which are to preparethe re-
port.

Specify the number of copies to be
prepared. Specify where each copy is
to be sent.

Specify the format for the items to
be reported to (1) help insure uni-
formity in data reported and (2) sim-
plify the transcription, comparison,
evalyation, or other use of the data
when it is received.

Be sure the form includes information
on wherethe report is to be forwarded,
and from whom it is sent (!'from! and
tto! information), in order to avoid
use of separate transmittal corre-
spondence. Request offices not to
submit covering transmittal corre-
spondence with reports prepared on
forms.

Specify where preparing offices are
to secure supplies of the form, and
the requisitioning procedure.

Specify the source from which the in-
formation is to be obtained to (1)
assist the preparing office in easy
compilation, and (2) insure compara-
ble data from all activities.
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PROCEDURES FOR Specify recommended procedures for
COMPILING obtaining and compiling the data.
" This will (1) aid preparing offices

to use the best methods, and (2) in-
sure accuracy and consistency of the
report.

WORDING Give clear instructions on each item
to be reported. Use simple active or
imperative verbs (as 'Enter thetotal
cost...')., Giveonly one instruction
in a single sentence. Keep the sen-
tence concise. Be sure that the in-
structions canbe interpreted in only
one way. '

Need for Copies - A positive as well as a negative approach must be
taken In determining the need. For instance, assure that all who
have an interest in the report are receiving sufficient copies. Also,
do the recipients have any recommendations for improving the report.
On the other hand, copies of reports are costly. They increase the
volume of records our Agency must handle, store, and dispose of.
They slow down report preparation procedures. One extra copy can
double typing and proofreading time if that copy makes two typing
runs necessary. Check to make sure that everycopy provided is serv-
ing a useful purpose. Ask recipients...

v Do they wish to remain on distribution?

v/ Can they obtain similar data from another source?

V' Is all the data utilized? If not, which can be eliminated?
Consider the cost of each copy. Countyourcopies; make your copies

count!

PREPARING AND SUBMITTING REPORTS - Methods of preparing and submitting
reports are almost as varied as there are types of reports. However,
here are a few pointers having general application.

® Are files and other records arranged in such a manner that data can
be readily extracted?

® Do fiscal and other accounting records containcontro! totals so that
the accuracy of detailed data can be checked?

® Can fiscal and other accounting data be maintained on a cumulative
basis to eliminate last minute workloads?
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For historical, progress, and other documentary-type reporting, is
a brief running account of significant events and accomp!ishments
maintained to avoid trying to "think back!" over the period?

Do graphs and charts reflect cumulative datap This is, is informa-
tion added to the same reproducible master each reporting period?

Do reproduction masters (Ditto, multilith, stencil, etc.} contain
the maximum amount of preprinted data?

Can data be recorded for photographic reporting, e.g., maintained
currently on flex—o-line strips, "menu boards,'" or production con-
trol boards?

Can machine tabulation procedures be used?

Are reports that are self explanatory forwarded without transmittal
correspondence? Reports are considered self explanatory if sub-—
mitted on forms containing spaces for 'To,!' 'From,!' and the signa-
ture of the signing official.

SUMMARY

Plan your analysis, keeping in mind those reports that are interre-
lated.

Determine management'!s basic needs for reports.

Assure that the following essentials of agood reporting requirement
answer these needs...

v Realistic reporting frequency.

v Practical due date.

v  Efficient format.

v Clear and complete written directive,
vV Realistic requirements for copies.

Ensure that reports are preparedand submitted by the most efficient
means. \

| f these points are considered, you can be assured of...

FEWER REPORTS, BETTER REPORTS, AT LESS COST!
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STAT

REPORTS/ FORMS ANALYSIS CHART OF RECURRING DATA

PAGE

PAGES

1 1
ACTIVITY TITLE OF FORM
. ° R
: 3 &
REPORTS MANAGEMENT BRANCH &2 & ‘5\ 5"}
DATE OF ANALYSIS g qu £ P
21 April 1955 L/ &) 8§
ANALYZED BY & N/ ) s/ & 12,* &,
o &/ oy /02 ©
Lo/ w &
] oL/ 5 9 1,0
SN O S
LTI &
ITEMIZED DATA Q?’\/Q‘ © %‘ © C %
FORM NO.| FORM NO.| FORM NO.| FORM NO.| FORM NO.| FORM NO.| FORM NO.{ FORM NO.{ FORM NO.| FORM NO.| FORM NO. | FORM NO.|
CA-1 |ca-2 jca-L [ 379 Tor
Name of employee X X | X | X b
 Place of employment X X | X | X b
> Time of injury X X X X L
Place where injury occurred X X X X I
Cause of injury X X X X 4
Nature of injury X X | X | X h
Names of witnesses X X X 3
°* Statements of witnesses X . 1
° Attending physiciant's report X X X 3
10
11
42 o ] N N
TOTAL 7 9 7 8 31

FORM
OCT 49

DD,

85 REPLACES WD AGO FORM 554. 20 APR 44, WHICH MAY BE USED,
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APPENDIX G

SAMPLE FORM MEMORANDUM FOR INITIATING A REAPPRAISAL OF REPORT

MEMORANDUM FOR: (Chief of the orgsnizational element which
requires or prepares the report)

SUBJECT ¢ (Title and reports comtrol symbol of the report)
REFERENCE ¢ (Directive which requires the report)

1. Ome of the fumctions of our Reports Management Program
is the periodic resppraisal of requirements for reports. In
this manner nomessential reportirg is disclosed ard eliminated,
and essential reporting aystems are further improved,

2. Our records indicate that your organization (prepares/
requires) this report in accordamce with the referemced
suthority. Your assistance in reappraising the report is there-
fore requested. Please have the member of your staff responsi-
ble for this report complete the emclosed Report Survey forms anrd
return one copy to us within tea days. Any directives, correspordence,
instructions, revised forms or other material concerning this
report which have rot been furmished us should also be forwarded.

3. The enclosed forw contaims questions which provide
criteria for evaluating the report. Additional guidance way be founmd
in the pamphlet "Amalyzing Requirements for Administrative and
Mansgement Reports,” obtainable from our office. For this
pamﬁhlet or for further inforwation please call us on extension
1234,

STAT
Reporl!‘ﬂlﬁtg!ﬂ!ﬂt‘UETicer

Enclosure:
Form No. 521 (2)

APPENDIX G
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